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101 Deputy Direstor (Suppart)
BUBJATI  Survey of Procedures For Deprosessing Separating Ageney Lumplayees
REFERENCLS  Memorandgm te Chief, Hgt/S from IL/S, dated 28 January 56,

Jeok "Comprehepsive Review of Clear rosedures 1
Persongiel Leaving Agengy Emplay,” snce Fros 8 lor

 Bds sewrandun cantelns Iesommendstions b
Sueh recammendations sre sontaimed in Fl:::;“ ‘P;“zﬁ-tted for DD/S approval,

i. THE PROBLI)M:

To determine the sdequagy of present

_ : , procedures for insuring that a
ssparating employse coneludes all his
the effective date of his separation, business with CIA on or before

R. ASSUMPTIONB:
In sseordance with the reforsnced memorandun, it is aspumed that

a, The weprd "wlnéu" refers to a headquarter
° 1 8 or field staff
g;ﬁ' Agant or gesber of the armsd forces detsiled to CIA, mt?zrw'
MW# axre pade in study to sentract agents and consultants
or purpeses of camparison ’

b.  The "business” of an emplayes with CIA '

, W ‘ refers to funds -aXPE:
m*h:;ah propexiy and aiuﬂﬁod dotuments for whigh tﬁan&mgﬁbg-
ﬁ'@ ‘g @xpected to agoount, and to those dsprocessing procedures
m tie ﬁoiaemw_ to insure that the separating employee sonoludes
bros iclal reletdonahipe (sueh ap cover arrengements) on or before
b mgiv;ag&h § 2:. Spparaiion. “Business”, as used in this
“M‘ _ W 2 a:p?m 3‘“?1?9&-@- » Punds or dooumente properly shergeable

€. A separating m«a;. ee can hp deprogessed
ot - e . Q properly only if there ere ad

T —

3. PMIB et N

. wgh%émm W scparsting employees i& M tod by 1lowix '
{Where figures do not represent net loep, lin.:e xwtg ,ofeﬁ{z:ee ablif-dam

gations will be gettled): 2 Siooc 2 |
CONFIDENTAL -
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(1) In ecalender
yoeer 1955, there were L9 ssses (L6 :
_ xlg?tﬁiim'& in financial obligations to ?g?m%gg' }in“
) indebtodness resulted from inedequate or mapé:r sent

aseounting for travel advences,

In addition, the Ageney owed

8L,78k.98 1o 23 exployess who separated in 1955, (5es Tab A.) On

31 October 1958, Finance Division had

in procees 3? cages (822,655, 72)

resulting frem 195 separstions and 71 oasecs ($22,828.96) resulting

from 1953 sepavetions,

(2} Since 1950, wnder 100 ease
Undon, 'ﬁzérﬁ woere arixwmg‘, w;%g $17,00 1n lossce to the Credit

(3) There are six cases por year of employees (usually agents) who sepa-

rate without settling ing

urance matters with the Offiee of Personnel.,

(4) No data are available i '
4 , regarding volume of losges to ting
ployees in non-expendable property, books and alusigg;m Mm;m::;.

The t’glimm:g facts are revealed by

the attsahed Furvey report:

( in naxy apex‘ating' sarpon 8, Iecor - ' 4
1} _ ‘ mt ‘ as
2 L property gad documents

sharged to individuals and
to provide complete déroecu#.ng

(2) Administrative officers, the orey
°£, record do not reesive adoguate

(3) There are 37 regelatory issuances and
- ;:z'ir_xg direstly on smplayee de; Lo
Sr Baving indirect bearing, There 1s cenfusion saong adminis.

sing procedures
of all esplayess, s Ko mob adequate

ee of Persennel and sentral
offi
:év;ann notige of many npunti::.

trative officers regarding implementation of these issuances
(L) & sepera ‘ . .
ung aag;lwn doew not certify that he is Ires of property

and documer obligations o CIA,

Heawtit‘ieaemymttahum

M ;
“indebtedness;” this miy be interpreted to include only financial

indebtedness,
(5) Pleld stations use independently

devised deproceseing procedures,

frequently witheut notificstion to headguarters of sstion taken.
(6) Military porsompel appoar &t Military Persomnel Division for depro~

Qesaing on the effestive date of

Separstiong this does mot permit

&dequate time for reviey of records of obligations ty offices of

reoerd, sush as Finance Division.

‘( 7} Formal procedures have not been e

u: record whieh have obligations

stablished for sction by 211 i
sharged %o a aaparuun:y mplayoﬁfau

@

: FE ~~-§
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(8) The £4s3d frsquently doe¢ not advise hesdguarters of ihe status of
accounts of an smployee #ho 1s returning for separation, FC3 or leave.*

{9) Time lage of from four wecks 4o four months exist in field to heade
quarters commmnicstions regard sdvanecs mads to smployeses snd the
status of emplayves' scogunts. (Sce page & of attached repopt.)*

ke PISCISBIOH:

&, vammetmmmwathﬁMS con~
tribute to the ramber of problem cases) howeyer, miy S&acs result
fram the sbsence of clearly defined responsibilitiss end formsl, de-
tailad end compprehensive procedursl guidance for operating snd coerdi-
paling oom ts and for effices of record, The mumber of regulatery
$spaantes on the pubjest and the vagusness of some of theme lspuances
sopdribute to the sonfusion.

$. In sddition to the wesknesses in policles and procedures, the post
pressing prodlems arer  the lack of advance informetion regarding sepa-
rstions which sye provided the Gffice of Personnel and offices of
record; ineffective records of property and documents churged to in-
dividuals, perfioularly in operating components, and fallure of fiold
opersting companents to camply with regulatory issuances, perteining
Lo potifying hesdquarters of the status of wmmployees' scoounts.”

¢. The Office of Logistics has, sinee completion of the Mgt/s murvay, ene
foroed strictep vecuiremests for obisining pon-axpendable, portable
vopepty from Building Supply rosss. This will eliminate the problem
caused when an employoe obtaine sach property and turns it over Yo
sncther exployec, Fecent steps Rave slso been teken ty the 0ffice of
Logistiee to bring the proparly vecords of its Bullding Supply fficers
up Yo date, so that they sccurately reflect the nswes of emplayess
having actual possession of property.

d. Heguiremsnts fer receipting for Top Eecret documents are enforced in
most major subecemponentsj hewever, st the Wranch or lower level, there
is & tendeng to contrel doewments mors cesually. Apparently this
is a long-stonding probles in the ID/P Ares, vhere RI is planming &
etedy of Top Secret records and prosedures in operating components.

6. DPoth Fisesl Division and Finance Division impose restrictions in
approving sdvanoes to employees; Fisosl Division is particularly strine
geed in this mespect, norwelly permitiing am advance S an employee
in excess of s "equity™ in scerucd salsyy and retirament onk 1f the
mplaqee obtains en indemnity bond at his own expense. A D08 Camittee

.

Prect communications between Finsnee Nivislion and £ield ststions,
dwtablished pines these facts were determined, have sliminat od most
of ‘bh?a wabisne of £4cld te headguarters accountings.
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hag studied the possibility of ing similer bomding of per
i;ﬁg!:ﬂbg Wnvgusherad fusss, and hes r¥ Aaeted the pouib&utg:s o grounds
. WMQ and security. In regard to sdvances made in the field,

he Offices of the Comptapller and Seourity rove considered reguiring the
mlzsl te hand-carry docusentation which would show advances receiveod
aod whish would have to be endersed before sn additional sdvamce mould

bs made, This hes been mejected as an insscwre and unnecessar; procedure.

CONCLIB IO
The problam of employees separating from CIA without #etiling all obli-

gstione can be attributed largely to: inedequaciss in regulatory issuances,

whigh in turn result in ineffective pelicias and Caxi; ertain
| izstances immieta recording and contrel of mg: pwpu:r:v m; dotu=

mente eharged to isdividusls; and Ron-compliance or partial compliiance
ﬁt& eptinent llegulations. i certain musbder of cases wWill alwaye ocoour

bacsuse of humsn shortcomings.,

It is recommended thats

%, The Offise of Persemmel, Office of Logistd |
 troller, with sppropriate perticipatise o stnen ooy " O
xw ’ 4 atiﬂ“ ﬁ A o2 TR F D £ L ER Y™ ¥

¢

wmbody »p fote poridons of existing Kagu}.ar tions, and - )4
» W, v ‘ and thaet, in
addition, they inelude the follewing requirdments (é&mitg p;l_'mit%:ing}t

(1) T™he saplaying compoment will notify FPer
( | Gying cen t ot sammel, Finanee, Fiscal
Loglatics and Seowrity imnedistely, ty telephone, of an antiaipated

{2) The emplaying campoment will attempt
:cmm, ety, ‘eh;ra«nd fo the explayes by records of tggmnwnﬁf’
m{ mmwabmmimwsnﬁmw asovunting, will
ify Fersommcl, Finance, Fiscal or Security, as lwmprht;,

(3) The empleying camponent will certify in »

: o ; - TR ; writing, on the ¥Final ‘gye
wewt, oy Qh*;?a form: gngwn the cxployes is free of sll
obligat: Poperly charged to him . ‘ }
ineluding Top £ ceret docmsonts. by records of the component,

(L) The Office of Fersonnel will obtain talephoni
, ‘ < | v ¢ pertifics
sopareting employee is free of obligations sharged to 3?@ gaf' *

=l
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25X1A2d2  fie1d te hesdquarters.* “he
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offices of record listed in the Finsl Payment Clearance Sheet, form
21 exoept Seeurity, and i'inance and Fiscal Divisions and that BIY

covsr arrangsments have Leoen concluded, and the names of the sHploy 6 es

obtaining and furnishing such infermation will be recosded ot the
form 21. “The employec will personally cbiein writtem certifs cetien,
on the form 21, that he is free of obligetions charged to hin by the
Office of : sgurity, Finance and Fiscgl Divisions, and the napes of
the employces obleining and furniehing such information will be re-
corded on the form 21.

(5) T™he emplayes will certify in writing om the Final fayment Clesrance
8heet, that he is fres of all mongy , property and document obliga~
tdons, or that he has nsdie appropriste arvangoments to settle all
ﬂblié;atiﬂ’ﬂﬁ .

(6} A clearance sheet, similer to the Final Fayment Clesrance Shect,
Ferm 21, will be completsd in the field, and will Be forwerde: to
headquarters by the fleld after geparetion for imclusion in the
Office of Fersonnol folder, The Fimal Fayment Clearance Sheet will
be reviscd to reflect mare acourately the names of componente cer-

tifying clesrencs; for axample, the Cffice of Training shoulé bs son~

tacted ropording such items as isnguage records, ss well as books.

(7) Yhen an emplayos indicates bis intention te separate in the f£i.ld,
every affort will be made to effect cleamrance by Pinence, Logisties
and the Credit Yndon at keadquarters prior to the effective dute of
his sspsration,

(8) Employee deprecessing vill be completed on the dgy before fiasl
separation whenever possible,

(%) In internal trsmafers, the losing component will notify the gsining
c¢omponent of a1l obligations known to be charged to the umplagyos.

(10) “he field will iransmit & cable or dispateh to hesdguarters (coples
o Flnanee and Logisties), whichever 1is appropriste in view of the
employee's anbieipeted dats of axrrivel at heatquarters, regarcing
the outgtandiag cbligetions of an emplayee returning to headquarters
for soperation, or 40P, provided, im the csse of Finanee, thet the
employee is expected to mrrive at headquarters before » Farsopnel
Trapsfor and Clearance Sheet, F 33-50, can be trensmliited by the

ﬁiﬂ&i&:ﬁnr will be used on comma-
nications relating to flaencial obligations

reselnded as appropriate, |

*Ngter  This dure 1 ally followed
Note: This procecurc is now pener ollowed,
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¢. The Office of kogistioss periodically review procedures employcd by
operating compenents for recording non-expendable porteble prop-riy
charged to employees in order to insure that such records accurstely
roflect the nemes and sigmstures of employees having actusl possession
of the property; periodicqlly review Bullding Supply COfficers' records
of property charged to individuals in order Yo insure that such records
accurately refloet the names and signatures of employees having actual
pospession of the property ﬂotm the Office of Logisties hes slresdy
taken steps o implement this meommendatiqg'? 3 require the signsture
on Office of Logistics reeeipts of the employee who is actually to use
and maintain possession of property obtained from the Fullding “upply
Officer /Hote: the Uffice of Logleties has alreedy taken stepe 1o
implement thie recommendation/ |

de The Office of the Comptroller: study time lags in field to heedquarters
notification of advances and tsks necessary steps 4o reduce such time
lage where feasible,

e, The 0ffice of Central Heference, CIA Top Seeret Control Offiesyr, ini-
tiste @ review Ly the Ares Sop Secret Comtrol Officers in the pperating
components, of the Top Seeret doeuwment records in theixr aresg, and to
require the negessary steps to insure that sueh records reflegt accu~
rately at all times the name and signature of the employee having
actual possession of the document; thet OCR take steps in regaxd to
the record of Books and clasgified dosuments maintained by the CIA
Library to insure that sueh records reflsct scourately at all times
the name and signature of the employee having responsibility for pos~
pesgion of the book or dotument, except that the Library record will
not be required to include the horrower's signature.

25X1A9a

Chief, Management Staff

Attachment:

Survey Heport
COMCURHBNCES « The recommendationg in paragyaph

(S ee attached sheet) é are Approved:

MAR & 1987
o ' Date '

b%ﬁfgzlgﬁi /e  ¥me Office of Persomel *

i 1 - Dir. of Log. has ptimary responsibility

1 - Comptreller for implementing these gignued} k.

25X1X8 1 - hxec., Off. DL/P

1 - AD/CE e T YT
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PI/S & . . 20 the ADD/S for review in accordance with the
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GORGU IR - 53

= Subjeet to LA (ompents

/s o
f’{' s thached

O0/F

/8] _ .
Of fice of the Cempirellsr

_ Vi
Office of Loristice

I8/

Of e of Parpapnol

/e/

Offlee of Centrad Feference

w5 deyisions suggested by o A/ /5 in the atteched paper, :&.n regerd Lo u
ant indernity boavs, hevs been included in the siaff stuy. 0 and
ULfy have sgreed wrally to thoe continuation, on the Fined Feayment
Clesyance Sheet, of the CIi Credit Union, singe contact with the
Credit drion is an important pert of the Ufflice of Yersomnel's dejro-

gonging procodure.
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